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INSTRUCTIONS FOB THE PREPARATION OF JCP FORMS 
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To provide information for tho «n of tbo Joint Committee *n Printing fai ooasoetkio with Ki Mr «f j» 
pristine Program, the following few have boon dsvolopod: _ , 

Publications Mana fwn t (JCP Form Uo-Toop.) 

Pristine Procurement (JCP Form Ub-Temp.) 
printinc Production (JCP Pocoo llo-Tin^.) 

g*l* *ad Distribution of Govenanont Publtenticno (JCP Pomlli^on^ _ .■ 

It is roguontad that tha eomplotod ftamn bo tronwittod to th* Joint Cwfclttoo w Pri n tot *b e^ 

printing liainon peroonari who bandU »rta«n* msttoro for tboir agendao. Tha porpoMof each fans, *r*bar»*b 
tioos for tMr propn ration, Is o utlin ed boiolnoftor 


• 7 ^%* 
-jfV- v 
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Form*. — Th# tons "forme," «s oood tntfeo sybjoet JCP f ot y fg” ? *? *®L- 
below which is included within on •ftwr'i forme tyotom. Oon ornlly, tmnm 
iseextfcM of variable data; however, tags, Inhale, sontrnet^ doonawts <MT, standard 
Mttor are often riarnod as fonts bp tadMdonl S g en d eo and tnotndadi 

PtnucATKm. — The tmm "pnbUcat hm,- as na ad In the sol^JCP Fw 

*T or for a fiownwst *c*ncf, rnganfloN of content, fnrmat. 
q ssn tity, ei aM b n t l an. or tsfnd o d andean - ! J ;:.. f ■ «• 

PUBLICATIONS HANAGHfKNT<— Tbo tor* "puhliwUoua'MBagmnaat" refora *** - ^shm ont 
. w „ .t-nfUptU. mt— sad toobatoaos sad their effociive sad oco n oaa i eal util is ati o n in ndntioa oepport. Its stop* 
^todo from the creation of any doouooont or form through the end not of the printed prodaet. I ncfade da rs ftoton- 
of fon-S Sal mini and .ditin* ^nnintiton d#tonaiB ^ m * 

end noe regal rwnento. as wall no administration and control of the fando allocated for printing sapport. 

Fora JCP lie Temp abliib shoald bo ynpnd at As department or field agency level, wherever pu b l icatio ns : 
naent activity is ecaducta4 Indades the foUoertng: 

1 . Organisation and mtonioa of As pobUoatione management function, i 

controls uader which it is ontherioed to opereta. • r— — ■ - •«> 

• Extent to which ma Geewrawwnt souiaea ate employed to publish Government works. - , 

Z. Extent to which QoeeeaaMnt-owaed, contractor-operated printing end dfedribotien fotiUtiee are operated and their 




4. PolidM concerning copyright of Gflwiuwmt works which mm printed bf co wimr dal l, 

5. practices followed in the procurement of printing as a part of service or aqulpment contracts or under grant*, 
a rw rj administering the publications management function in each agency. 

rwrolatory provftiona governing pohUe potattng, binding and dlstrtbutioa? BfecUc reeommenaawons nr wxvuam 
areiuvtted. * s. v. ( . ^ , . , Ti 

PBfNTING PROCUWaUENT— Tha Jem -printing pro^uTwnent” rrfers to ncthWee 
toT wHn p from the Govemmeut Printing Cflee, op*n-ind eui tractors ee t a bM a b ad b y QPO , t he <gO-p* pajtaiH irial ^ ^ 
OfltaTand other Gom raawt ptoaU whic h rwpsfae iwhnhu r m m mt, and procure or pre^m s p eol firrtinno nnd rnpriritiena 

for proc ure e scnt from mmmm nisi s e me— . _ _ ... . . „ 

pen* JCP llh-lbnip, wbkh shoald be pnspn r e d by todhridsal psecursment tikes ngaidkee ef their location vw 
d epartment* and agendo*, tacladas the followtog: 

1. Organisational nativities engaged la printing procuMonsat function* and I 
t. Sources from which printing lo proemod. 

*. Vain* of printing procured from each oouro*. 

4 TimeUnamof printing nanU. . 

4 Extant to which printing pr oc u rem en t to 

4 Dtotencee from potato of pw entwnettt to po«^» — r — c . 

1. Value of printing pronfmd os n part of oqalpnBont and oorvioo eetZnM-^ _ ^ s f ^ m ^ ^ 

‘ . ' ' .. r„ •, i (»., ,L. r;c i 
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PRINTING PRODUCTION. — The term “printing production” refers to the product of ell “printing plants” as defined 
by Government Printing and Binding Regulations issued by the Joint Committee on Printing, except theme plants engaged 
primarily in producing maps and charts, regardless of whether the cost of operation is financed from appropriated funds or 
by the use of industrial or revolving funds. 

Farm JCP lle-Temp* which should he prepared by individual printing plants referred to shows regardless of their 
location, provides for information supplementing that reported on JCP Form I, including the following: ” * " ' ' 

1. Estimates of the percentage of work, by categories, produced in each plant. 

2. Assigned mission or task of each printing production facility. 

8. Distance from printing plant to each point of approval for printing. 

.4. Distance from printing plant to each ordering office. 

6. Distance from printing plant to each point where bulk shipments are made. 

6. Number of personnel in plant and extent to which overtime is worked. 

7. Timeliness of printing eerviosa provided. 

8. Average backlog of work in «aeh plant 

8. Names of Federal agendas and their ordering offices which use plant 

10. Percentage of total plant workload required for work of each security classification. — 

Whenever two or more department or agency plants dte the same authority (document) prescribing elements of cost to be 
included in prices charged, only <me copy of the referenced document need accompany the copies of JCP Form 11c when they 
are transmitted to the Joint Committee on Printing through the printing liaison representative. 

SALE AND DISTRIBUTION OF GOVERNMENT PUBLICATIONS.— -Questions relating to the distribution of 
Government publications and forms are concerned with the major publication and forms distribution facilities of Govern- 
ment departments and agencies, whether operated directly by the Government or by Government contractors. The 
questions are not concerned with minor distribution systems, l.e., systems which do not hold more than 80 days supply of 
publications or forms for distribution. 

Questions relating to the sale of publications are concerned with the sale of printed publications, mi cro form publica- 
tions, or publications on magnetic taps, by clearinghouse facilities of departments and agencies. The questions are not 
concerned with the side and distribution of forms and publications through the Superintendent of Documents. 

Form JCP lid- Temp, which should be prepared at the department or agency level, includes the following: 

1. How initial distribution and resupply of publications la determined in each agency. 

1. Extent of physical facilities used and their locations. 

8. Volume of forms and publications distributed. 

A Cost of operating distribution facilities in each agency. 

6. Percentage of classified material distributed by aacb facility. 

8. Supply of legislative materiel and cost of reprinting copies not available through procurement p roce d ures. 

7. Extent to which departments and agencies maintain their own depository library programs. 

8. Extent to which departments and agencies supply their publications which an not printed through the G o v e r nm ent 
Printing Office to the Smithsonian Institution for international exchange. 

9. Operational practices and policies of clearinghouse facilities. 

10. Extent to which clearinghouse facilities distribute and sell publications. 
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